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Contract Orders

> Create Order

> Port Search
» Select Contract

> Insert Order Details

» Order Search
» Update Order

> Cancel Order

—



Port Search Options

nﬁm :: Port Search

Utilities

SEA Card@ Order
System

Contact Us/Feedback

DFSP List
——————————
Forms B Documents

Program Information

+ Terms And Conditions

Customer Tutorial
1
Merchant Tutorial

Change Password

Logout

Port Search
Fort Mame Fort City
State /[ __ _ _ _
Province Select One V] Country Select One V]
Contract Contract Fuel
Mumber Type L Select One - V]
Select “Port Search” from the SEA Card® Order CLIN
System menu. After search criteria is inserted, [ Search ][ Clear Form ]
select the ‘Search’ button.

State/Province

Port Name & City

Country

Contract Fuel Type

DESC Contract Number

SEARCH B s e

Select from drop-down.

These fields are smart fields and not case sensitive. This allows
you to enter search criteria in upper/lower case and to enter a
partial port city name.

When searching by port name, no results may come back as the
port names are not always the city’s name. The broader the
search, the larger number of results that will return.

Select from drop-down.

It is recommended that at least one other factor is selected
when searching by contract fuel type.

The whole contract number or a few of the last digits of the
number will bring up all ports with those numbers in their
contract number.

T~ -



ontract Selection

Port Search

Port Name |[NORFOLK
State / Prowvince | Wirginia

Contract Number |SP0O0102D0202

Port City | NORFOLK

D Country | United States |:|
Contract Fuel
Type L Select One -- [+]
CLIN
[ Search ][ Clear Form ]

Contract Location Search Results

*

Port Name NORFOLK

State / Province Virginia
Contractor HUGUENOT ENERGY LLC

When search results are
displayed, select the shopping
cart icon to create an order.

o TF EXS YN - |

/2011

unkers, LLC

=ast Princess Anne Rd.

k, Virginia

| States
i Delivery
e Method
Commercial Marine Gas 0il (MG0) Barge

Contract Contact Ed Griffin - progmagmt@airseacard.com

Port City NORFOLK

Country United States
Contract Number SP00102D0202

Delivery End Date (Port

Local TZ) 04/30/2011

Mational Stock

2=l Number

Spec Clause

Min Qty
78825 US Gallon
Phone - 8439370009

58275
Fax - 8439370009

Port Name NORFOLK

State / Province Virginia
Contractor PAPCO

Ordering End
Date (Port Local 01/01/2012
TZ)

Physical Supplier Papco
4920 Southern Blvd
\firginia Beach, Virginia
United States

Delivery
Product Method
Commercial Marine Gas 0il (MGD) Barge

A

Port City NORFOLK

Country United States
Contract Number SP050003D0085

Delivery End Date (Port

Local T2) 02/01/2012

Mational Stock

CLIN Number

Spec Clause

Min Qty

C16.23-2/52.246-
SFAQ

20000 US Gallon 85575 9140-01-313-7776



Insert Order Details

ms 2FE ) -

Order Details

SEA Card® Order System

[ Notes ]I Action Comments ]

(MM/DD/YYYY HH:MI)

+ Branch of Service |-- Select One --
+ Customer |-- Select One -- Vl
+ Card |-- Select One -- Vl
+ Mask Vessel
Order D(ﬁ;}ggmammﬂ [06/24/2010 09:37 |19
Delivery Datel ‘E

Husbanding Service Provider |

Mame

Husbanding Service Provider |

Fhone

Husbanding Service Provider |

Fax

Vessel FOC Name |

Wessel POC Email |

Vessel POC Phone |

Order Status

Contracting Officer Name | |

Contracting Officer Phone | |

Contracting Officer Email | |

Contracting Officer Fax | |

NOTE

- Users assigned to multiple vessels for
ordering - insure the proper vessel,
port, fuel and bunkering location are
chosen. Some contracts offer more
than one type of fuel and/or delivery

method at a port.

The ordering officer (O0) will
select their Branch of Service
from the drop down list.

From the “Customer” drop
down list, select the vessel
name or “Generic Vessel” if
the vessel’s name should not
be seen by anyone.

The card information will
auto populate with the vessel
selection.

Select either YES or NO on
Mask Vessel to mask the
vessel name from the
merchant.



Insert Order Details Cont.

COrder Details

+ Branch of Service | DON [+
+ Customer | Orange Vessel |:|
» Card | 789681%***7571 [

+ Mask vessel |[TEN £

Order Date (Port Local Time)
(MM/DD/YYYY HH:MI)

Delivery Date E
(MM/DDYYYY HH:MI)

[07/13/2010 08:08 |

Husbanding Service Provider |
Name

Husbanding Service Provider | |
Phone

Husbanding Service Provider | |
Fax

Vessel POC Name |

Vessel POC Email |

Vessel POC Phone |

Order Status

Contracting Officer Name |

Contracting Officer Phone |

Contracting Officer Email |

Contracting Officer Fax |

Comments/Requests

+ CLIN Product

V]

Min Gty

+ Quantity

+ denotes mandatory field

Unit of
Measure

Delivery Method

[

Submit Order ][ Clear Form ]

Select the calendar icon to chose
desired delivery time and date
(port local). Use the 24 hour clock
when entering all times.

After a date and time have been

selected, click on CLIN (Contract

Line Item Number) and select the

CLIN (from the drop down list) for
your product.

When a CLIN is selected, the
product name will display to the
right. The CLIN information is
displayed in the canvas below
this one.

Once selected, the rest will auto
populate (based on the CLIN and
Contract) except for quantity.

After entering the quantity, select
the Submit Order button.



Submitting the Order

ms ].EEEI ) 1 SEA Card® Order System

l Motes ]I Action Comments ]

Order Details

+ Branch of Service | Coast Guard v|

* Customer | USCG OM Test Wessel 1 vl

# Card | 789681%***0579 «
+ Mask Vessel

Order Date (Port Local Time)
(MM/DDYYYY HH:MI)

Delivery Date
(MM/DD/YYYY HH:MI)

Husbanding Service Provider Windows Internet Explorer @
Mame
Husbanding Service Provider I:
Phone
Husbanding Service Provider I:
Fax

l06/24/2010 10:15 T

|os/25/2010 08:00 | Order Status

\ ? ) You are about to submit a fuel request. Are you sure you want ko do this?

[ o || concel |
Vessel POC Name | Contracuing Omicer Name | I
Wessel POC Email | ] Contracting Officer Phone | |
Vessel FOC Phone | Contracting Officer Email | |

Contracting Officer Fax | |

Comments/Requests

Unit of
Measure

# CLIN Product Min Qty + Quantity Delivery Method

58275 v [s0000

+ denotes mandatory field

[ Submit order || Clear Form

~ The system will prompt you to verify |
that you want to create an order.
Select ‘OK’ to submit the order or
~ ‘Cancel’ if the order is not correct.

Once you have submitted the
order, a message will appear
letting you know the order was
successfully submitted.

NOTE

- An email will be generated
and sent from DoD-SCOMS®
to the merchant letting
them know an order has
been placed.




Order Search

mn 11 SEA Card Order System : Customer Order Search

Home

Set as Default Screen

Account Summary

— Customer Quick
Utilities Saarch

Select the Branch of Service and
customer (vessel) to search.

SEA Card® Order Branch of Service  -- Select One -- |
System
Port Search Customer |-- Select One --

Customer Quote Search
Customer Order Saarch DESC Order Ref & |

Open Raqguisitiog Sge

Contact Ug

\
Invoice Number

COrder Status |-- Select One -- V Contract Status -- Select One -- v

| Contract Number

3 Order Numberl |
—., [ Merchant Name |

To find orders placed, select “Customer Port Name |
Order Search” from the main menu. State / Provir{ . ,
‘ . oder i Select the “Search” button
CustomarTOESTal Country | == Select One -- d (MM/DD/
— 1 o execute the search.
archant Tutoria Transaction Type | -- Select One -- v | (Mﬁ,?og_? D

Change Password Contains Ancillary ] Requested Delivery |
Charge Date (MM/DD/YYYY) |

rm I -- OR Search a

Requisition Status | -- Select One -- el Date Range

Search Range Start |
Date (MM/DD/YYYY) |

Search Range End | I
Date (MM/DD/YYYY) | E

[ search J[ Clear Form |

- It is possible to search by any or all
of the above fields.

- You will only see orders based on
branch of service and level of
access.




Order Search Cont.

stomer Order Search

Search Orders

To update, unmask, or
cancel an order, select

& query Successful
Utilitias

Action C

SEA Card® Order Customer Quick . .
— = L Quick| Customer Order Search
Port Search . — r .

Customer Quote Saarch Branch of Service | Coast Guard % DoDAAC 231854 from the maln menu.
Customer Order Search ( -
Open Requisitions Page Customer |USCG OM Test Vessel 1 | Card 789681 9879 bt

Contact Us/Feedback DESC Order Ref # | Invoice Number

DFSP List Order Status | Contract Order [ Contract Status | -- Select One -- v
Forms & Documents Order Number |EE2E Contract Number |SP00102D0202 | After pe rforming a
Program Information CLIN |5827‘S Merchant Name \IsC Bunkers, LLC

search select the “Select
Order” (shopping cart)

+ Terms And Conditions Port Name [NORFOLK

Customer Tutorial City |NDRFDLK | State / Province  Virginia hd
—— _ Order Date icon next to the desired
Country | United States [ (MM/DD/YYYY |06/24/2010 =)
Change Password o P'HHI::)MtI:I Order.
. 1 AD Pin Date
oo Transaction Type | Contract [»] (MM/DD/YYYY) | =]
Contains Ancillary Requested Delivery [ ]
Charge O Date (MM/DD/YYYY) 06/25/2010 EI
L — -- OR Search a
Requisition Status |-- Select One -- [ Date Range
Search Range Start EI
Date (MM/DD/YYYY)

Search Range End | = This will redirect you to

Date (MM/DD/YYYY)
(=)= the order page where
updates can be made.

Search Results

Reguested
CLIN Port Name Delivery Date Contract Number Order Status

Service (MM/DD/YYYY

Order Branch of

Number




Updating an Order

ms S0

: SEA Card® Order System

Order Details

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.

Branch of Service

[Notes J[ Action Comments |

[ Cancel Order ](update Order |

Customer I

Card I

Mask Vessel

Order Date (Port Local

Time) (WM/BD VY /2255 10 ]
HH:MI)

Delivery Date |
(MM/DD/YYYY HH:MI) .

originalorder o [ |

Order Status

Husbanding Service I
Provider Name

Ordered By l 2 ]

| —
Provider Phone
Provider Fax

Vessel POC Name I

| Contracting Officer Name | |

Vessel POC Email |

I Contracting Officer Phone [:

Vesselpocphone [ ]

Contracting Officer Email | |

Contracting Officer Fax :

Customer Requests/Notes

Supplier Requests/Notes

CLIN Product

Unit of
Measure

Min Qty Quantity Delivery Method

To update an order, select the button
labeled Update Order. There are 3 data
fields available for update: Delivery
date, Delivery time, and Quantity.

If the changes required do not fall
within those 3 fields, cancel and
submit a new order that fits the needs
of the mission.

You will be required to enter a
comment explaining why the order has
been updated.



Cancelling an Order

SEA Card® Order System

[ Motes ][ Action Comments ]

Order Details

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.
Cancel Order ][ Update Crder

Branch of Service
Customer I I -
Card I : I (
Mask Vessel sH :
To cancel an order, select the ‘Cancel Order’ button.

ordero o7 ] The system will prompt you to ask if you are sure
Order Date (Port Local you want to cancel the order. Select “OK” to confirm

Time) (MM/DDAYYY | the action.
HH:MI)
Delivery Date | k |
(MM/DD/YYYY HH:MI)

Order Status

Hull Number |

Husbanding Service I I

Provider Name Ordered By |

Husbanding Service I I
Provider Phone

Husbanding Service I I
Provider Fax

Vessel POC Name | | Contracting Officer Name | |

Vessel POC Email | | Contracting Officer Phone | |

Vessel POC Phone | | Contracting Officer Email | |

Contracting Officer Fax | |




Open Market

» Create Request for Quote
> RFQ Search

» Close RFQ Window

» Update RFQ

» Cancel RFQ

» Converting to Order

—



Selecting a Port

- i
Herme
+ Account Summary
+ LI ik s
= SEA Card® Order
Systarn
""""""" Port Search

Custorner Quote Search
Custarnar Ordaer Search

Cpen Requisitions Page
Contact Us/Feedback

DFSP List

ms ﬁ i Port Search

Fort Name || ] Port City I
State / Province -Texas A Country | -- Select One --
Contract Number | | ContractTFuel -- Select One -- v
ype
CLIN |

Contract Location Search Results

Mo DESC SEA Card Contract Merchants Found at this Port.

Farris & Docurments

Program Information

+ Termz And Conditions

Custorner Tutorial

Merchant Tutarial

Change Password

Logout

Click Here to Yiew Open Market Locations

I Select ‘Click Here to View Open Market

Locations’ to see the locations available
for local purchase.

When a port search is performed and there are no contracts at
that port but there are open market merchants, you will see a
button that says ‘Click Here to View Open Market Locations.”



Selecting a Port Cont.

Contract Location Search Results

Port Mame "ANCHORAGE" Port City ANCHORAGE
State fProvince &laska Country United States
Contractor SHORESIDE PETROLEUM INC, Contract Number SPO&000300O099
Ordering End =
Delivery End Date
Date (Merch_la!;;: n9/30/2012 (Merchant T2) 10/31/2012

Physical Supplier Sean's SEA Parent
8650 College Boulevard
Owerland Park , Kansas
United States

Product Delivery Min Qty CLIMN Mational Stock Spec Clause
Method Mumber
Diesel Fuel Grade Z (DF2) Tank Truck 20000 US Gallon 16575 9140013137776 C16.23-2/52.246-9FAQ

Contract Contact Doug Lechner - hparavena@multiservice.comn  Phone - 9072248040 Fax - 9072248040
Bunker Location WITHIN PORT AREA
Mormal Operating Hours & Days for Orders fDeliveries 5-5 MON-SAT
Hours & Days Outside of Normal Delivery CALL 207-224-5040 AFTER HOURS
Overtime Rate MO OVERTIME CHARGE
Motations 35' MaxX DRAFT AND MEAN LOW TIDE

Commercial Marine Gas 0Oil (MGD) Pipeline 18000 US Gallon 20375 2140013137776 C16.23-2/52.246-9FAQ
Contract Contact Doug Lechner - hparavena@multiservice.comn  Phone - 9072248040 Fax - 9072248040

Mormal Operating Hours & Days for Orders fDeliveries 5-5 MON-SAT

Hours & Days Outside of Normal Delivery CALL 207-224-5040 AFTER HOURS

Overtime Rate NO OVERTIME CHARGE

44 44 Displaying records 1 - 1 of 1 ¥ | kM

Click Here to Yiew Open Market Locations

If there are contracts at the port and open market contract

results and the ‘Click Here to View Open Market Locations’
link will appear at the bottom of the results canvas.

merchants, the contract merchants will appear in the search



Selecting an Open Market Location

Port Name | | Port City |corpus
State/Province - Select One -- b Country | -- Select One -- ¥
Contract Contract Fuel
Mumber I Type L Select One -- v
_ . CLIN |
After OM locations are displayed choose a @|
port selecting the shopping cart icon.

1 Market Location Search Results

_gﬂg' Port Name CORPUS CHRISTI Port City CORPUS CHRISTI

State /Province Texas Country United States

4 | " |Displaying records 1 -1 of 1 ¢ | L |




Selecting an Open Market Location Cont.

Port Search

Port Name | | Port City [corpus

State/Province [-- s

Contract
HMumber

Microsoft Internet Explorer

"?() fiou are abouk ko initiate an Open Market Transaction. Are wou sure wou wank to conkinue?

]

oK | [ Cancel

Contract Location Seliom: ssx o

Mo DESC SE& Card Contract Merchants Found at this Port,

Click Here to View Open Market Locations

Open Market Location Search Results

3 Port Name CORPUS CHRISTI Port City CORPUS CHRISTI
State fProvince Texas Country United States

ﬂ ﬂ Displaying records 1 - 1 of 1 ﬂ M

The system will prompt you to acknowledge that you want to initiate an Open Market
transaction. Select ‘OK’ to initiate the transaction and ‘Cancel’ to cancel.




Entering a Request For Quote

Home

Port Name MOEILE Port City MOBILE
State AL Country United States

+ Account Summany

+ Utilities

= SEA Card@ Order
System

Port Search

Customer Quote Search
Customer Order Search
Open Reguisitions Page

Contact Us/Feedback

Husbanding Service Provider |
Name

+ Customer | - Select One — Husbanding Service Provider l:l
L | Phone
+ Card | -- Select One -- w Husbanding Service Provider Fax l:l

Husbanding Service Provider
Email

—

Enter the RFQ
details.

+ Branch of Service | -- Select One -- |

DFSP List

Forms B Documents

Contracting Officer Name | |

Contracting Officer Phone l:l

Contracting Officer Email [ |

+ Mask Vessel | & NOTE

Program Information

+ Terms And Conditions

Customer Tutorial

Merchant Tutorial

Change Password

Comments/Requests

Logout

- Required fields are
+ Delivery Date | Port Local Time (MM/DD/YYYY HH:MI) America/Chicago I nd Icated by d rEd

+ Product + Quantity + Unit of Measure + Delivery Method aste rlsk (*). The Other
L1 . .
fields are optional.

+ User Time (MM/DD/YYYY HH:MI) _America,l‘chicagu w

' - This process requires
Bt E— i — Cere 20 1] s v

much of the same

Port Local Time (MM/DD/YYYY HH:MI) America/Chicago | nfo rm atIO n as th e
Quote e QuteEnd ] cument pate[TzrzT o] s
" " contract order screen.

Zulu(MM/DD/ Y HH:MI GMT) Universal
et — et E— i PR
Time Time Date

+ denotes mandatory field

[ Create ][ Clear Form ]




Entering a Request For Quote Cont.

NOTE

- The quote window
must be at least
one hour and not

more than 30 days.

All dates are based
on Port Local time.

Quote Reguest

Port Name MOEBILE Port City MOEBILE
State AL Country United States

Quaote Details

Husbanding Service Provider o
Name |Super Shipping

7 Husbanding Service Provider |3?55551111
Phone

|
Husbanding Service Provider Fax | |
|

+ Branch of Service |DDN vl

+ Customer |Test 1
+ Card | 789681%==%;

Husbanding Service Provider
Email

|super@5hipping.com

Contracting Officer Name [Susan Smith ]

 The available fuel products
in the “Product” drop-down
list are determined by

- Branch of Service.

Contracting Officer Phone (7035551212 |

Contracting Officer Email |cnntracting@ufficer.rnil ]

+ Delivery™ %4/2010 11:00 | Port Local Time (MM/DD/YYYY HH:MI) America/Chicage
# Product # Quantity # Unit of Measure + Delivery Method
Commercial Marine Gas Qil (MGQ) vl 50000 |US Gallon v| |Barge w
+ User Time (MM/DD/YYYY HH:MI) |ﬂmericafchicagu vl

* Q““ETFI_;: 06/23/2010 16:28 ] £ ) )
When all required details

are entered, select the
| ‘Create’ button.

+ Quote Start[Gern 010 1120 [
Time(08/23/2010 11:23 g

Port Local Time (MM/DD/YYYY HH:MI) America/Chicago

Quots S [oe/z3/2010 11:28 Quots e Gerzs7z010 6,25
Time Time

Zulu{MM/DD/YYYY HH:MI GMT) Universal

Quete St e ES7eoms 1e758] Quote End [Fe7E3/moro 51770 o
Time Time Datelj
» denotes mandatory field

| Create || Clear Form |




Entering a Request For Quote Cont.

Husbanding Service Provider |3?55551111 |

+ Customer | Test 1 v Phone

+ Card |?89581****3155 v Husbanding Service Provider Fax | |

Husbanding Service Provider

Email |5upe ri2shipping.com I

Contracting Officer Name [Susan Smith |

Contracting Officer Phone [7035551212 |

Contracting Officer Email |contracting@officer.mil |

+ Mask Vessel [No |w

Windows Internet Explorer

Comments/Reguests ;
\ ? ) ‘fou are about o initiate an Open Market Transaction. Are you sure you want bo continue?

+ Delivery Date [06/24/2011 oK I l pomm— Chicago
# Product '
Commercial Marine Gas Qil (MGQ) v| 50000 | US Gallon v Barge v
# User Time (MM/OO/YYYY HHiMI) |Ameri:afthi:agn v
w Quote Start ; w Quote End , Current .
Timlns;zafznm 11:28 |9 Timlna;zs;znm 16:28 [T Date | -5 GMT

A pop-up box will notify you that you are about to initiate an Open Market
Transaction. Select ‘OK’ to initiate the transaction and ‘Cancel’ to cancel.




ntering a Request For Quote Cont.

Quote Request

° Insert Successful

Port Name MOBILE Port City MOBILE
State AL Country United States

Quote Details

You will see a message
upon successful

Your quote request has been successfully submitted.

Cancel Quote Request Update Quote Request

o Q Quote Request ID :} Quote Request Status
CO m p I etlo n Of th e RF = Branch of Service DON Husbanding Service Provider [ ]
Name

Customer | e +~-4 7T
Card |7 e |
Ordered By | ] Husbanding Service Progr:::; :l

N OTE Contracting Officer Name | ]
Contracting Officer Phone :}

Contracting Officer Email [ |

° An emall |S Mask Vessel
g e n e rate d by DO D - CO‘;::;T;UFLZT::::-/r:vc:ltle:nchor 1 mile out
SCOMS® and sent

to al I part I CI patl n g Delivery Date l: -5 GMT Port Local Time (MM/DD/YYYY HH:MI) America/Chicago
m e rc h a n t S at th at Product Quantity Unit of Measure Delivery Method
port.

User Time (MM/DD/YYYY HH:MI) America/Chicago

ot e loe/22/2010 1iza] -s Mt Qe Be[G6/7/2010 16126 -5 GMT  Current Date[06/25/2010 11:36] -5 GMT

Port Local Time (MM/DD/YYYY HH:MI) America/Chicago

Quote SR T ] o Quete M T s o Current oate [T 1] s v

Zulu(MM/DD/YYYY HH:MI GMT) Universal
Time Time Date
Upload New File

File Type Upload Date Uploaded By Status Document Type Description

Documents




Quote Search

Home

i Account Summary

o Utilities

— SEA Card® Order
System

Port Search

Customer Quote Search
Customer Order Search
Open Reguisitions Page

Contact Us/Feedback

DFSP List

Forms B Documents

Program Information

+ Terms And Conditions

Customer Tutorial

Merchant Tutorial

Change Password

Logout

Quote Reguest

@ Insert Succescful

To find a quote select
“Customer Quote
Search” from main
menu.

Waur quo

Branch of Service DON

Port City MOBILE
Country United States

Cancel Quote Request

Update Quote Request

Action Comments

Quote Request Status

= Provider I

MName

Customer |

Card |

L Denaricae

Ordered By |

Mask Vesszel

quotes and view
comments regarding the
quote request.

Phone j

You can cancel or update

L

4

Customer Requests/Motes
NOTE

- This feature works the same way as the
Customer Order Search does.

- All update actions will result in a prompt to
enter a reason for that action.




Close Winow

SEACARD ms 2= )

Quote Request

Home

Port Name MOBILE
State AL

+ Account Summary

Utilities
Quote Details
SEA Card® Order
System

Port Search

Customer Quote Search
Customer Order Search
Open Reguisitions Page

Contact Us/Feedback

Quote Request ID | ]

Branch of Service DON

DFSP List
Customer | |

Forms & Documents
Card | |

Program Information
+ Terms And Conditions Ordered By | ]

Customer Tutorial

Merchant Tutorial

Change Password

If you close a quote window, you can reopen it as long
as the quote request has not already been converted
to an order. In the closed “Quote Details” screen, you
will see a ‘Reopen Quote Window’ button to click if
you wish to reopen a quote request that is closed.

Cancel Quote Request Close Quote Window Update Quote Request Action Comments

Port City MOEBILE
Country United States

Quote Request Status

Husbanding Service Provider | ]
MName

Husbanding Service Provider | l
Fhone

Husbanding Service Provider | l
Fax

Husbanding Service Provider | l
Email

Contracting Officer Name | ]

Contracting Officer Phone | ]

Contracting Officer Email | |

NOTE

-When a merchant responds to
the Request for Quote, you will
receive an email indicating a
merchant has placed a quote or
an official no quote.




Selecting a Quote for Order

Custormner Quote Cormmments

Merchant Quote Comrents

MOTE: Im accordance with the Federal Acquisition Regulation, Trade Agreement Act, please provide the following
information in the Merchant Quote Comments: the country of origin for the fuel being provided, DUNS number, and
itemized pricing for any transportation cost, takes andfor custom duty fees included in the quote unit price.
Additionally, please provide hours of operation and itemized pricing for any demurrage fdetention and overtime.

02/19/2009 15:58 - I do not wish to quote this business.,

N
\

Select the icon to the left of the Quote | y-
ID to view merchant’s quote and fuel - The symbol next to the product is shown

quality information. when the merchant’s submitted quote
Uploade ! differs from the vessel’s quote request. ption

\
\

d New File

Delivery Date o
?DUMEQunt& Status Merchant Mame (MMADD T (1ot Quuantity I:ULTQZDP:IHBE
HH:T‘-"IIi i
ﬁ 2306 Achtive Difco Inc 03/01/2009 08:00 T Bunker Fue! Mava! Distiflate (EFE&) 20000.00 450000000
0 | 2307 Active Fifth Merchant 1 03/01 /2009

- — O”W

On this screen you will see quotes that have been . This function can
made by all responding merchants. This function only be performed
can only be performed by a contracting officer. by a contracting

\ officer.




Selecting a Quote for Order Cont.

Quote Information

Quote Request ID I Tl I

Update Waiver Status

Quote ID | 230¢ |

Merchant Name |

| Quote Status | f

Delivery Date (MM/DD Y I . : I
HH:MI)

Set Aside |f

Waornen Owned |

Zmall Disadvantaged |/

Set aside |/

1 Product Quantity

Does fuel meet MGO(NPD) Specification?

Servi,

I denotes field that is different from original quote request

. After viewing the quote details from the quote " | -If the fuel does not meet
information section select the “Select Quote for specifications and the vessel is a
Order” button to create an order from the quote.

Wraiver Status

Open Market Waiver Logic Diagram

Small Business ||

Hubzone Small Business ||

Service Disabled Veteran- |,
Cwned

Unit of Measure i Delivery Method Unit Price (USD)

[250.000000]

NOTE

DON vessel, they will not be
required to update the waiver
status. See Vessel Manual for more
detailed instructions regarding the
waiver process.




Selecting a Quote for Order Cont.

Port Name CORPUS CHRISTI Port City CORPUS CHRISTI
State Tx Country United States

The quote was converted to an order.

Quote Request ID | 'S8 ar T

Branch of Service DON There is now an Order ID and a ‘View |

Customer [Favy oM 7o In Customer Order Screen’ button. —

Husbanding Service
Card | = / | Provider Fax |
Mask Vessel = Ordered By -['. [

Order ID [

Customer Requests/Notes
02/19/2009 15:52 - reopen quote window

Delivery Date | | -6 GMT Port Local Time (MM/DD/YYYY HH:MI) America/Chicago

Product Quanitity Unit of Measure Delivery Method

[20000.00 ]




Contract Information

Contract Status

Merchant Information:

Namel |

Award Information
Delivery

Date/Time Product Description

Award Date
Signed Date

Contracting Officer Information:

Narnel

E-rrlaill

Phonel

Fa)cl

Quantity uom Delivery Method

Unit Price
(USD)

07/27/2010
Mod ID 0 08:35

Commercial Marine Gas Qil (MGQ) 2000.00

Metric Ton Barge

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.

Branch of Service

303.000000

[ Cancel Order ][

Update Order ]

Customer |

Card |

Maszk Vessel

Order Date (Port Local
Time) (MM/DD/YYYY | |
HH:MI)

Delivery Date
(MM/DD/YYYY HH:MI)

Husbanding Service I
Provider Name

Husbanding Service I I
Provider Phone

Husbanding Service I I
Provider Fax

Vessel POC Name |

Vessel POC Email |

Vessel POC Phone | |

Original Order ID I:I

Service/Department I
Contract Number

Order Status

Hull Number |

Ordered By |

Once the order has been accepted

- Contract’ canvas is displayed.

Update Open Market Order

Open Market Contract

by the merchant, the ‘Open Market

" The ‘Award Information’ canvas

- contract details.

displays the agreed upon

NOTE

- The ‘Open Market
Contract’ canvas can only
be updated by a
Contracting Officer.

- Ordering Officer’s can
submit an update order or
cancellation request to the
merchant.




Update Open Market Order Cont.

Once ‘Update’ is selected
the Delivery Date and/or
Quantity fields can be
updated.

Comments are required for
any updates.

A pop-up box will notify
you that you have modified
the existing order. Select
‘OK’ to continue.

» Card | 789681%***7871 [

+ Mask Vessel | No E]

COrder Date (Port Local
Time) (/oD [0 i ]
HH:MI)

Delivery Date .
(MM/DD/YYYY HH:MI) 07/27/2010 08:35

COriginal Order ID |:I

Service/Department I
Contract Number

| Order Status

Hull Number I

Ordered By | |

Husbanding Service I I
Provider Name
Husbanding Service I I
Provider Phone

Husbanding Service I I
Provider Fax

Vessel POC Name I |

r AnielsiEs nisrst Eenlorap

You have modified an existing order. If the merchant has already made spedific fueling arrangements you may be subjected to an andillary
charge. Please contact the merchant so they are aware of the modification and can work out any additional details if necessary.Remaining Time

to Delivery : 356 hrs 43 mins 57 secs

[ ok i ’ Cancel

TZ-JUC-ZUTU - ACCEPTE]D Tor UENVETY Oy SUuppier

12-JUL-2010 - Test Comments
Supplier Requests/MNotes

+ Comments/Reguests

uUnit Price (USD) Delivery Method

Product + Quantity unit of Measure
2500400
+ Commercial Marine Gas Oil (MGO) +2000.00 + Metric Ton + 303.000000 + Barge
+ This information is from the current awarded details
+ denotes mandatory field
[ update order |[ Clear Form |

Upload New File

Status Document Type Description

File Name File Type Upload Date Uploaded By




Update Open Market Order Cont.

Husbanding Service I
Provider Fax

Vesszel POC Name | |

Vessel POC Email | |

Vessel POC Phone | |

12-JUL-2010 - Adding 500 Tons to order.

Customer
Requests/Motes - ~

Any requested changes will be

12-1U H i
12y outlined in blue.

Supplier Requests/Notes A\ J

Product Quantity Unit of Measure Unit Price (USO) Celivery Method
+ Commercial Marine Gas Oil (MG0) + 2000.00 + Metric Ton + 303.000000 + Barge

+ This information is from the current swarded dstails

Upload Mew File

File Mame File Type Upload Date Uploaded By Status Document Type Description

The merchant has three choices.

1. Accept the changes at the awarded PPU
2. Decline the changes

3. Submit a counteroffer




Update Open Market Order Cont.

Open Market Contract

Contract Information

Contract Status Signed Date :

Merchant Information: Contracting Officer Information:
Namel I Namel I

Cage Cude: E-rnaiII I
S ere— ohone] |

Faxl I
Award Information
g:!‘.i:ﬁl'?:ne Product Description Quantity Jom Delivery Method '(JLTiStDF;riCE
Mod ID 1 g;{gg{znm Commercial Marine Gas 0il (MGO) 2500.00 Metric Ton Barge 303.000000
Mod ID O g;{ggﬁznm Commercial Marine Gas Oil (MGO) 2000.00 Metric Ton  Barge 303.000000

Order Details

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.
[ Cancel Order ][ Update Order

Branch of Service

Customer I I

Card I I

Mask Vessel

Order Date (Port Local

Time) (chnam | | s-argij.::t;rggtpar»—--L
Delivery Date If the merchant accepts the requested changes at
(MM/DD/YYYY HH:MI) ord

the awarded PPU, the OM Contract Awarded
information will be modified, and the order will be
ready for fulfillment.




Update Open Market Order Cont.

Open Market Contract

Contract Information

Contract Status Signed Date I:I

Merchant Information: Contracting Officer Information:
Namel I Namel I

Cage Cu:udEI:I E—rnaiII I
S Er— prare| ]

Fa:n:| |
Award Information
g:‘lci:ﬁl'ri\;'le Product Description Quantity UJomMm Delivery Method IEIUniStDF’)rice
Mod ID 1 g;{g;{znm Commercial Marine Gas Oil (MGO) 2500.00 Metric Ton  Barge 303.000000
Mod ID 0 g;{g;{znm Commercial Marine Gas Oil (MGO) 2000.00 Metric Ton  Barge 303.000000

Order Details

o The merchant has declined the requested order modification. The contracting officer may either revert the order back to the
awarded details or cancel the order. The requested modifications are highlighted in blue.

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.

Branch of Service

Customerl I
Card I I
Mask Vessel
order o [F ] ongns orser|T the merchant declines the requested
Order Efgag;ng;gg}fcall | Service/Departe char_lges the C_ontractmg Officer ha§ a choice
v o) ) of either keeping the awarded details or
Order Stat

(MM/DD/YYYY HH:MI)

cancelling the order.



Update Open Market Order Cont.

Open Market Contract

[ Update Contract |

Contract Information

Contract Number|:| Award Date

Contract Status Signed Date
Merchant Information: Contracting Officer Information:
Namel Namel |

Cage CDEIE|:| E—rnaill |
™ ErE— phone] |

Fa)cl |
Award Information
B:Li:ﬁrri\:ne Product Description Quantity uom Delivery Method tJUnliE;tDP)rice
Mod 1D 1 g;{gg{zom Commercial Marine Gas Oil (MGO) 2500.00 Metric Ton  Barge 303.000000
Mod ID 0 g;{gg{zum Commercial Marine Gas Oil (MGO) 2000.00 Metric Ton  Barge 303.000000
Wiy s Eqnlorar mi

“» | You are about to revert the order details back to the current awarded details. This will undo any requested updates or counteroffers that have
‘-tf) not been approved. Are you sure you want to proceed?

[ ok | [ Cancel

Card | |

Mask Vessel
order 10 [ oranei oo [ REVETLING the order back to the current
Service/Department - awarded details will remove the last requested
Contract Number
update and keep the order at the awarded
amounts.

Order Date (Port Local
Time) (MM/DD/YYYY | |
HH:MI)

Delivery Date
(MM/DD/YYYY HH:MI)

Order Status




Update Open Market Order Cont.

Contract Information

Contract Numberl I Award DatelZl
Contract Status Signed Date:

Merchant Information: Contracting Officer Information:
Namel Narnel |
Cage CudeIZI E-maill I
DUNS | | Fhone| |
Fa)cl I

Award Information

Delivery L . . Unit Price
Date/Time Product Description Quantity UuomMm Delivery Method (USD)
Mod ID 1 g;{ggﬁznm Commercial Marine Gas Oil (MGO) 2500.00 Metric Ton  Barge 303.000000
Mod 1D 0 g;{g;ﬁznm Commercial Marine Gas Oil (MGO) 2000.00 Metric Ton  Barge 303.000000

Order Details

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.
[ Cancel Order ][ Accept Counteroffer ][ Revert to Awarded Details ]

Branch of Service

Any merchant changes will be
outlined in blue.

If the merchant counteroffers, the
Contracting Officer can:

Order 1D Original Order ID
[ | [
Order Date (Port L | -
rTi'iEe;.agﬁwéaﬁ =] Service/Department [ Cancel Order
Accept Counteroffer
Revert to Awarded Details

Delivery Date
(MM/DDSYYYY HH:MIY I | Order Status




Update Open Market Order Cont.

Award Information
B::‘.i:ﬁl'ri":ne Product Description Quantity oM Delivery Method ?JiStDF;ricE
Mod 1D 2 g;{ggﬁznm Commercial Marine Gas Oil (MGO) 3500.00 Metric Ton  Barge 353.000000
Mod 1D 1 gg{g;ﬁznm Commercial Marine Gas Oil (MGO) 2500.00 Metric Ton  Barge 303.000000
Mod 1D 0 g;{g;ﬁznm Commercial Marine Gas Oil (MG0) 2000.00 Metric Ton  Barge 303.000000

immediately.

Order Details
The status of your fuel request has been successfully updated. The SEA Card Merchant w notified

If the Contracting Officer accepts the
counteroffer the ‘Awarded Information’
canvas will be modified to display the

~ new agreed upon details.

Branch of Service

Customer | |

Card | |

Mask Vessel

Order 1D | | Original Order ID | |

COrder Date (Port Local
Time) (MM/DD/YYYY |
HH:MI)

Delivery Date
(MMDDYYYY HH:MI) Order Status

I Service/Department I
Contract Number

Hull Mumber | |

Husbanding Service
Frovider Name I | Ordered By | |

Husbanding Service I I Counteroffer Accepted I I
Provider Phone By

Husbanding Service I I
Provider Fax

Vessel POC Name | |

Vessel POC Email | |

Vessel POC Phone |




Order Cancellation

Order Details
This page is for informational purposes only. Unless yvou need to cancel this order, no action is necessary.
Cancel Crder

Branch of Service | DON ;I

Customer |55 BATTLESTAR I

Card [783681%***0699 |

Mazk Veszel I Mo TI

Criginal Order 1D | |

Order ID |6630 |

Crder Date (Fort Local .
A o oonon oooo service/Department [C--07 57 5=,
Time]) 'IMMIDDHam 06/25/2010 05:07 | Contract Number [os25101234 |
(MWDD?wrﬁH?;ﬁ 07/01/2010 08:01 Order Status ICEEI" Market Order ;l
Hull Number [S3E-001 |

Windows Internet Explorer x|

You are about to cancel an order,  IF the merchant has already made specific fueling arrangements vou may be subjected ko an ancillary charge.
Please contact the merchant so they are aware the order has been canceled and can work out any additional details if necessary . Remaining Time to

2)
-
Delivery | 46 hrs 30 mins 54 secs
(o] 4 I Cancel

Select ‘OK’ to continue the
cancellation or ‘Cancel’ to leave the

order as is.




Order Cancellation Cont.

Order Details
The status of your fuel request has been successfully updated. The SEA Card Merchant will be notified

immediately.
Branch of Service | e =
Customer |55 BATTLESTAR |

- After the comment has been entered
the Order Status will update to
“Pending Cancellation.”

Card |789681%***01699 |

Mazk Veszel |No =

Criginal Crder IC I

order ID |6530 |
Order Date (Port Local

L L5

Service/Department I'ﬁ'q =~

Time) I:MM.-"DE'.-m ICE_'E?_'EC'_C 09:07 I Contract Number /
Delivery Date 07/01/2010 08:01 Order Status | Pending Cancellation -
(MM/DDYYYY HHMI)
i i ' J
Hull Number |S5E-001 |

Explorer User Prompt ﬂ
Seript Prampt:

Pleaze pravide infarmatian an why thiz arder iz being cancelled.
Cancel N OTE
Arival has been delayed |

- The selected merchant
for the order will need
to log in and confirm
the cancellation request.

You will be prompted to enter a
comment for the cancellation.




Order Cancellation Cont.

Search Orders

Action Comments Action Emails
Customer Quick Il
Search
EBranch of Service [ DON M DoDAAC I].].2244
Customer | S5 BATTLESTAR [1] Card | 789681F***0699 [1]
DESC Order Ref I Invaice Number I
COrder Status | Pending Cancellation &] Contract Status | Pending Contracting Officer confirmation &]
Order Number IEESEI Contract Mug ﬁ
CLIN e fiFos
If the cancellation request was = [corpus cHrISTI
ciy submitted by an ordering official the - | Texas [v]
coun, CONtracting officer will need to confirm  © o7 O
the cancellation. )
Transaction T'_fpek /#‘I | M




Order Cancellation Cont.

This page is for To Complete the cancellation the ContraCting s orderjno action is necessary.
officer will select the ‘Acknowledge Acknowledge Cancellation

=~ Cancellation’ button at the top of the order
screen.

Card [/5596al ™" U6
Windows Internet Explorer

[a)
s
=

x|

\‘{) Upon acknowledgement of the cancellation of this order, contractor has thirty days to submit all ancillary charges to the Warranted Ordering CfFicer,

I I Cancel |

l:p,1r.,1.-DDE:x?:.fl;i$rﬁHl:,:;tﬁ 07/01/2010 08:01 Order Status IZEI"diI‘:;I Cancellation ;I
Hull Number [S5E-001 |

Upon selecting ‘OK’ in the confirmation
pop-up the order status will update to
“Awaiting Ancillary Charges.”

A thirty day window for any applicable ancillary charges will be available after the

cancellation has been acknowledged. This completes the open market cancellation
process.




AO Responsibilities

> View Open Requisitions

» Approve Requisitions
> Fuel

» Ancillary Charges

» Disputing Requisitions

—



Open Requisitions

— . ms ﬂ - i SEA Card® Order Systemn ; Open Requisitions Page

Horne Requisition Surnrmmary
* Account Surrnar
- Days Since Fulfillment Details Entered by Merchant Disputed
"2 Utilities all Open
- SEA Card® Order
Systerm
T ot Search |

Custorner Quote Search
Custorner Order Search

l‘.'IEen R:eguisil'.inns Daﬂe
Contact Us/Feadback

Select the button that describes the date range of requisitions

DFSP List . .
you wish to view.

Farrnz & Docurnents

Program Information

+ Termz And Conditions

Custorner Tutarial

Merchant Tutarial

The open requisitions page allows you to see the requisitions within your
hierarchy that are open based on the number of days since the merchant
has entered fulfillment details or if the fulfillment details are in dispute.

Change Password

Loagout




Open Requisitions Cont.

== i =, p I ms ﬂ - 1t SEA Card® Order Systern : Open Requisitions Page

Home Requisition Sumrmmary
+ Account Surnmary . ) i .
— Days Since Fulfillment Details Entered by Merchant Disputed
o
FHes 0-5 Days 6-15 Days 16-30 Days 31+ Days
= SEA Card® Order
__________________ Systern Requisition Review
Part Search
L SO SR Please review outstanding requisitions to ensure prompt pay is achieved.
Open Requisiions Page
AQ Pin Page
Contact Us/Faadback . . Quote AO
Order ID Yessel Name Port City E:y%ea?; rI\lT::IIJEEEr Request Assigned
DFSP List 1D to vessel
Forms & Docurnents % el  Vessel1 NAPLES 02/21/2009 4456669 & action Comments
Prograrm Infarmnation
+ Tarmsz And Conditions i i Quote AD
- ¥Yessel Mame  Port City I[E)s:j“;)eart‘:a INT;ELE;_ Request Assigned
Custornar Tutarial ik to vessel

A0 List Action Comments

Marchant Tutorial + L Attachments [EEAVEEEEP DURBAN 02/20/2009 685236441 Sppe

Change Password

Logout 144 | 1 |Disp|a3.ring records 1 - 2 of 2 # ‘ FH ‘
SELECT DESCRIPTION
Order ID down arrow View more specific order information
Order ID Go to the order screen
Attachments button View attachments for that order

Quote Request ID View the quote request it originated from (if an open
market order)

AO List button View all AO’s attached to this vessel

Action Comments button View the comments



Notification Email

Frorm; progmgmt-requesti@airseacard,cam on behalf of suppaort-beta@airseacard. com Sent;  Tue 8/5/2008 5:03 PM
To: Airsea Suppork
o
Subject:  SEACard OMS [BETA] - Requisition Created and Ready For Approsval -Order 1D 5947 Faor Yessel MSC 1
| Fegquisition Number: 12364551996500 <
DE3C Reference Order #: Not applicahble P
Delivery 3tart Time: 07/17/2008 16:03:00
Delivery End Time: 07/17/2008 16:30:00 The Authorizing Official (AO) for the vessel
Invoice Received Date: Q71772008 16:47:42 . . . . .
Invoice Number: - ordering/purchasing the fuel will receive an email.
DEN Nurber : 1234 The subject line will indicate “Requisition Created
Merchant Name: Houston Merchant 1 and Ready for Approval."
Contract MNumber MNot applicabhle
Product: Eunker Fuel Nawval Distillate [(E76)
ouantity: So000 T3 Gallon
Standard Unit Price: 3.150000
Total Chligation Amount: 157500.00
Delivery Method: Marine 3S3ervice 3tation
CLIN: Not applicable

https://vww.heta.seacardsys. con/cgi-bin/index.cgi?REDIRECT ID=12537Z2

FEFF T F LT T LT T LT F LT F T T T T AT F T F T F T F T F AT LT F LI F LI F LT LT AT A TR T FFTFFTF I FEFEFEFE TS
Thiz email is intended solely for the use of the addressee and contain information that iz confidential, proprietary,
or hoth.

If vou receive thisz emall in error please immediately notify th
ol i e e e el e e e e e e ol e e e e el ol e el e e el

nder and delete the email.

When the AO associated with this vessel selects
the link it will take them to the DoD-SCOMS®
home page for logon.




Approving a Requisition

Y :: SEA Card Order System : Customer Order Search

Account Summary
Account Services
Utilities

SEA Card® Order
System

Contact Us/Feedback

DFSP List

———————————
Forms B Documents

Program Information

+ Terms And Conditions

Customer Tutorial

———————————
Merchant Tutarial

Change Password

Logout

Search Orders

Customer Quick
Search

Branch of Service | --

Customer | --

DESC Order Ref #

Order Status | --

Order Number

CLIN

City

Country |--

Transaction Type | --
Contains Ancillary 1

Charge
Requisition Stat

Search Range Er
Date (MM/DD/YYY

Select One - %] DoDAAC

Select One -- hdl Card -- Select One -- hdl

Invoice Number

Select One -- hall Contract Status | -- Select One -- hall
Contract Number
Merchant Name
FPort Name

State / Province | --

Order Date
(MM/DD/YYYY M
HH:MI)

Select One -- bl
Select One -- hdl

Select One -- hal

(I‘ﬂ;.?DFI:’::.-TYE"?’:EfE) |
Requested Delivery —
After the AO logs in, if the link is used, they are automatically
directed to the order referenced in the email. The AO can also go
to the website to sign in and select the SEA Card® Order System
menu item. Then select the Customer Order Search option as it
appears to the left. Follow the information previously described in
this tutorial for searching DoD-SCOMS® via menu use/manually.



Approving a Requisition Cont.

This is the AO Pin page.

SEA Card® Order System : AOQ Fin Page

Account Summarny

NOTE: ACTION REQUIRED - PLEASE REVIEW OUTSTANDING ORDERS

Account Services

Utilities . Delivery Start Time Delivery End Time DRM
Order ID Vessel Name Port City (MM/DD/YYYY HH:MI) (MM/DD/YYYY HH:MI) Number
- SEA Card® Order USCGC
System 6627 BOBSYOURUNCLE  NORFOLK 06/24/2010 13:05:00 06/24/2010 15:00:00 951753
Port Search
Customer Quote Search Fusel Approve/Download Approve Dispute
Customer Order Search
Open Requisitions Page Requisition Status Open
AD Pin Page

Requisition

Number Total Obligation Afme Quantity Product
List | ABA1210175SE00 232,645.00 USD SOSON LIS Gallan Commarcial Marine Sac 0] (MGO)
EULLIgA Aoprove/Download Selecting ‘Approve’ will approve the order and 3

Requisition Status Opes return you to the AO PIN page without
Requisition Number guantity ~ downloading the DD1155/SF1449 for this
ABAYSLALTIESEMY | T requisition.

Program Information
+ Tarms And Conditions
o

Selecting ‘Approve/Download’ will redirect to a : : : :

differenstzJ pagz where a window will pop up and f City {D:::\;f:?fm It.t-ttt:;[} ?:::\;f}gfwm?m} Ember
present a link labeled ‘Download File’ that will EAU 06/24/2010 10:00:00 06/24/2010 11:00:00 33695
allow you to download the DD1155/SF1449 for Dispute

this requisition.




Approvmg a Requisition Cont.

SEA Card Order Systern @ AQ Pin Page Thls IS the AO Pin page

NOTE: ACTION REQUIRED - PLEASE REVIEW OUTSTANDING ORDERS

. Delivery Start Time Delivery End Time DRM
o Port Saarch OrderID  Vessel Name Port City {(MM/DD/YYYY HH:MI) {(MM/DD/YYYY HH:MI) Number
ustormer Quote Saarch GUSTA BAY
Custorner Order Search Al Af {E
AD Pin Paqe 5521 MSC 1 SICILY 02/21/2008 18:30:00 02/21/2008 20:15:00 1
Contack Us/Faedback : Disputed on :
Anm”a r‘y Approve/Download Approve ”p | /5008 13: EE View Release Language
DFSP List ! !
Farrms & Docurnants Requisition Number Quantity Unit Price Total Product Cost Product
o 1236458052657 00 USD Overtime Fee
+ _Terrns And Conditions Select the Order ID to view the order, . - -
ElIVEryY En e
Customer Tutorial Order IDg VesselNam 14 view any release language (MM/DD/YYYY HHiMI) Number
) 5644 . o c 03/22/2008 12:00:00 321-7
OS] associated with ancillary charges,
EhCren BroTnard Flel approve and/or dispute requisitions.
Logout Requisition Product
Number
V2162450815601 51,870.00 USD 19000 Us Gallon Diesel Fuel Grade 2 (DF2)
I rowveDownlos FOwvE ispute iew Release Language
App /D load App Disput Y Fel Languag
Requisition Number Quantity Unit Price Total Product Cost Product
W21624580816900 1.5 Hour 150,000000 225.00 USD Cvertime Fee

This page is designed to allow accountable officials to complete and
consolidate visibility of all open orders for vessels they are responsible for.



Approving a Requisition Cont.

Horne

-+ Account Surnmmary order ID 6154

= Ltilities DESC Order Ref # Quote ID
USCG OM Test vessel 1 Service/Department Contract
- SEA Card® Ord
= S.’.s;eﬁ: Yessel Name USCG 1 Hull Number 123456
P s | Ordered By TDk OO Alternate Tabatha Kirke
Ord. Email tdkirke@rultiservice.com Alt. Email tdkirke@rultiservice.com
Cust te S h
SIS o Soemn oOrd. Phone Alt. Phone 1111111111
Open Requisitions Page Husbanding Service Provider
A0 Fin Page Name
Port Name MORFOLK Port City NORFOLK
Centact Us/Feedback State Virginia Country United States
DFSP List Physical Supplier ISC Bunkers, LLC Contract Number SP0O0102D0Z0Z
= 2801 S, Military Highway
Chesapeake, Yirginia
Fi a0 t ! '
o et United States
Program Information Order Date (MM/DDSYYYY HH:MI} 02/19/2009 15:36 ) -
Delivery Date (MM/DD/SYYYY 02/20/2009 12:00 Order Status Fulfilled - Waiting for

+ Terms And Conditions HH:MI) Approwval

Custormer Tutarial Customer Requests fNotes

Merchant Tutarial Supplier Requ

1e-ree-200s - When the AO verifies fulfillment details and
Product agrees with the data entered by the merchant, mber

Change Password

Logout

Commercial |
they will select “Approve Requisition”.
The Total Fuel Obligation e e | | Delivery End Time (I} |
Amount for the vessel is in Supplier Order # | | |

Invoice Murmber I I

red lettering. ~A O ey TR |

Invwoice Receivy
{Port Local Tj

23185490502E00 204,800.00 USD 280,000.00 USD 0z/19/2009

Aftention AQ's- ¥You must disregard the Reguisition Total, The Total
Obligation Amount is the armount o he enterad an uowur docurosnt
register, This amount |
MILEBILLY Process,

Requisition Numun_ Total obligation Amount Requisition Total

o If the fulfillment details are not correct,
Mote: The Tolal Obligs i g J— .
eiversa) ~ dovicab. the AQ can select “Dispute Requisition”.




Approving a Requisition Cont.

Delivery Start Time (MM/DD/YYYY l I Delivery End Time (MM/DD/ Y l ]
HH:MI}) HH:MI})
Supplher Order # [ ] DRN Number [ ]
Invoice Number | |

on I Dispute Requisition

Invoice Received
{Port Local Time)

02/19/2009

Requisition Number

2318549050SE00

\?f) You are about to approve this order. Are you sure you wish to continue?

Lok J{ comel J

The page at hitps:/fwww.beta.seacardsys.com says:

[ Ihereby certify that I have read Wolume S, Chapter 13 of the DoD Financial Management -
)_,'—r) Reqgulations "accountable Officials and Certifying Officers", T fully understand rmy role and p DESC Standard Price

responsibilities as an Accountable Official and Certifying Official under the 1.5, Government SE&
Card Program. I understand when authotizing payments under the SE& Card Program I am
pecuniarily liable For erroneous pavments resulting from the negligent performance of my
responsibilities.

Dyed? Del

T

| ok | [ Cancel ]

The system will prompt the AO to verify that they want to approve the fuel portion of the
order. Ancillary charges are handled with a separate requisition number and separate
abilities to Accept or Dispute the charges.




Approving Ancillary Charges
Ancillary charges can occur for different reasons.

Contract Lifts Demurrage, Overtime and Backhaul. All other ancillary charges not
permitted under the DESC Contract must be handled directly with the DESC
Bunker Contracting Officer.

Open Market Lifts Boom fee, backhaul, pump back, fuel surcharge, wharfage, laytime,
demurrage and overtime. These may be added to the transaction.

If there are ancillary charges, the AO will be required to
act on them as they did the fuel portion of the order.




Approving Ancillary Charges Cont.

Order Fulfillment

Delivery Start Time (MM/DD/YYYY I I Delivery End Time (MM/DD/YYYY I I
HH:MI) HH:MI)
Supplier Order 2 | | DRM Number | |
Invoice Number | |
Requisition Sy

Invoice Received
{Port Local Time)

06/24/2010

Requisition Number Total Obligation Amount Requisition Total

ABA12101755E00 232,645.00 UsSD 232,645.00 USD

Attention AQ's- You must disregard the Requisition Total. The Tots!
o be entered on your document
register, This amount will be billed to your organization by DESC via

MILSBILLS Frocess,

Note: The Total Obligation Amount is calculated using the Quantity

When reviewing ancillary charges associated =1

CLIN Product

=227z commeraial .- With both Contract and/or open market lifts,
predrpelve e ay close attention to the release language

M |

regarding those ancillary charges. ]

I ‘ceived
Requisition Number : cal Time)
ABA1210175SE01 06/24/2010

Product
Product Quantity Unit Price Total Product Cost

Overtime Fee 1.0 Hour 200.000000 200.00

Release

The Merchant agrees that submission of this delivery receipt/invoice and subsequent receipt of payment and failure
to return within 30 days fully, finally, and unconditionally releases and discharges the Government from all liability,
claims, demands, causes of action, and legal expenses, accrued, known, or unknown, which the Merchant has/might
hawve relating to the Order, including all obligations of the Government to make further payments. Any charges the
Merchant wishes to except from this release must be set forth below and will be processed outside SCOMS:

Mot applicable

Documents Upload New File

Fil= Mame File Type Upload Date Uploaded By Status Document Type De=scription

Website Terms and Conditions Site Map

If a merchant enters ancillary charges,
an automated email will be forwarded
to the vessel.

The vessel selects the link in the
email to be directed to DoD-SCOMS®
to confirm the relevant details.

The merchant will provide either any
ancillary charges that are an
exception to the provision in the box
provided for exceptions or click the
check box next to not applicable.

One of these two things is required
before the ancillary charges can be
submitted for approval by the
customer.



Approving Ancillary Charges Cont.

Requisition (TN

Approve Requisition I Dispute Requisition I

Requisition HNumber Invoice Received

% Time)

5531 G54 9050SE0L Explorer User Prompt

Product Script Prompt:

Product Quantity Un
Crvertimme Fee 1.0 Hour 250

Enter the Line of Accounting code

Cancel

LH

The Merchant agrees tha

‘ ¥ment and failure
to return within 30 days fully, finally, and uncendltlenally releases and di ues the Geuernment frem all liahility,
claims, demands, causes of action, and legal expenses, accrued,

have relating to the Order, including all obligations of the Goveri

Merchant wishes to except from this release must be set forth by The AO Wl” be prompted to enter a Iine
Mot applicable of accounting. This information will be

Docurnents used to bill the appropriate department.
File Mame File Type Upload Date Uploaded By

Website Terms and Conditions Site Map

If the LOA is unknown, the User should leave the box in the prompt blank to
ensure that it is NOT populated on the DD1449/1155.

When LOA is known, add the code to ensure the proper LOA appears on the
1449/1155. Anything that is entered here will appear on the 1449/1155.



Approving Ancillary Charges Cont.

Requisition View Customer SF1449 I View Merchant SF1449 I
s Total Obligation S Invoice Received .

Requisition Mumber Amount Requisition Total (Port Local Time) A0 Pin Date

2318549050%E00 204,800.00 USD 2a0,000.00 UsD nz/19/2009 nz/19/2009

Attention A0 s- You must disregard the ©

Totad, The Tota! Cbhligation dmount is th P .

be entered on pour document register. Each approved requisition generates Its own

it e Bifted to pour organization by DE A A

e e o DD1155 or SF1449. This means that Ancillary
o __ charges will have a separate requisition number.

Mote: The Tota! Obligation Amoont is ¢35

the Quantity (defivered) * dpplicable Star._. o oo,

CLIM Product Quantity Unit Price Total Product Cost
58275 Commercial Marine Gas Qil {MGO0) 80,000 US Gallon  3.500000 280,000.00
Dyed? Delivery Method Temperature Density Gross Quantity
b Barge
N s Invoice Received .
Requisition Number Requisition Total (Port Local Time) AD Pin Date
23185490505E01 250,00 USD 0z/19/2009 nz/19/2009

Product

Product Quantity Unit Price Total Product Cost

Owertime Fee 1.0 Hour 250.000000 250.00 NOTE
After the AO has approved the requisition for «Forms are in PDF format and
fuel or ancillary charges they will be able to can be saved to your

computer or printed directly
from DoD-SCOMS® using
Adobe Acrobat Reader.

view the SF1449/DD1155.




Disputing a Requisition

Physical Supplier Sean's SEA Parent
8650 College Boulevard
Cwverland Park , Kansas
United States
Order Date (MM/DD/YYYY) 10/18/2007 06:42

Delivery Date (MM/DDJ/YYYY HH:MI) 10/15/2007 06:42 Order Status Fulfilled - Waiting for Approval

RS The page at https:/fiwww. beta.seacardsys.com says: @

Supplier Req

1§-00CT-2007 -] 7 'ou are sbouk ko dispute this requisition. &re you sure you wank ko do this?
Product : 5 If the fulfillment details are not correct,

Commercial k (8.4 | [ Cancel = i )

— the AO has the ability to dispute the
@ charges by selecting ‘Dispute Requisition.’
r
Deli Start Ti ‘ Deli End Ti MDD,
{MM?E;EE"Y 3 IME |40 ai20n0 E1.0n | ElIVErY EN e l: -"II Hm IlDf"IlB.I"IEDD? 07:51:1
zupp Select ‘OK’ in the pop-up to initiate DRM Nurnber [6783

4

Approve Requisition I Dispute Requisition I

invc the dispute process.

Requisition
Requisition Mumber Total Obligation Amount Requisition Total Invoice Received
Z3486872915E00 31,455.00 USD 47 452,50 UsD 10/18/2007

Aftention A0 s- Yoo must disregard the Requisition Tota!, The Tota!
Obfigation Amount is the amount o be entered on pour document
register., This amount will be bitled to your organization by DESC wia
MIUSBRLIE Process,

Mote: The Tota! Obligation Amount s catowated using the Quaniity
(defivered) * Applicable Standard Price,




Disputing a Requisition Cont.

Port Mame WVALDEZ Port City WALDEZ
State alaska Country United States
Physical Supplier Sean's SEA Parent
3650 College Boulevard
Cwerland Park |, Kansas
United States

Drder Date (MMIDDIY\'\'\'} 10,-*183200? 06:42

Delj gus Fulfilled - Waiting for Approval

| Hational Stock Number
9140013137776

Product |
Commearci

Order Fulfillm é

Action Camrments

.
Delivery Start Time ; Delivery End Tirme (MM/DDSY
{MWDDW HHMI) [1o/18/200 51:00 | HsMI) [10/18/2007 07:51:00 |

1 ‘ DRN Number |6789 |
Inv Enter the reason for disputing the
requisition and select ‘OK’ after the Approve Requisition IlDI’E”“ Rlﬂul:ltlnnl

dispute reason has been entered. ion Total Invoice Received
! 0 USD 10/18/2007

Requisition Numb
2348887291 5E00

AFtention HO'S- YOU MUST Qisregard the Kegquisiion Total, The Tots!
Obiigation Amount is the amount to be entered on pour docurment
registar, This amount will be billed to your organization by DESC via
MILSBILLY Frocess,




Disputing a Requisition Cont.

Requisition Drizputed

Thank wou. ¥our dispute has been forwarded to the appropriate parties
Requisition Number Total Obligation Amount Requisition Total Invoice Received
2348687 291=E00 31,455.00 USD 47 452.50 UsD 10/18/2007

Attention AC's- You must disregard the Requisition Total, The Total
Obfigation Amount is the amount to be entered on your document
register. This amount will be bifled fo pour organization by DESC wia
MILSBILLS Process.

Note: The Total Obligation Amount is calocwlated using the Quantity
(defivered) * Applicable Standard Price.

CLIM Product Quantity Unit Price Total Product Cost
43575 Carmmercial Maring Gas il (MG0) 13,500 US Gallon  3.500000 47,250.00
Dyed? Delivery Method Temperature Density Gross Quantity

T Marine Service Station

Tax Quantity Tax Rate Rate Type Tax Gross
State Excise Tax 13,500 US Gallon 0.015000 Per Unit Rate 202.50

Requisition Number Requisition Total Invoice Received
Z3486872015E01 250.00 USD 10/18/2007

Product Quantity Unit Price Total Product Cost
Backhaul 500 Each 0.500000 250.00

An email from DoD-SCOMS® will be sent to the merchant and to all
appropriate parties stating the order is in dispute. The merchant can then
go into the fulfillment screen to correct any errors that may have occurred.




Resolving Disputes

ms % 11 SEA Card® Orde grm : Open Requisitions Page

Requisition Surmmmary

This is a detailed view of

Days Since Fulfillment Details Entered by Merchant Disputed _ _
a disputed transaction.

Disputed

16-30 Days all Open

Requisition Review

Please review outstanding requisitions to ensure prompt pay is achieved.

Delivery Inwvoice Quote AD

Order ID Yessel Name Port City End Date Numhber Request Assigned
ID to vessel The "Resolve Disputed Requisition"
=l Attachrnents Vessel 1 MAPLES 02/21/2009 4456669 e AQ List button is Only available to users

who have contract warrant
authority. Once selected, a pop-up
box will allow the option to resolve

Fuel 1 Days Disputed N R R R = <0l ve Disputed Requisition

Requisition Status Disputed

Requisition Total Obligation

Number Quantity Amount Product the disputed transaction
12364590506500  555.00 Metric Ton 458,479.95 USD E:M':'énon;emia' Marine Gas Oil /
Anc”la ry 1 Days Disputed TN W R Rl =l e <0l ve Disputed Requisition Wiew Release Language
NOTE
Requisition Status Disputed
Total - In Open Market, the
Requisition Number Quantity Unit Price Product Product Invoice Date
Cost only user who can
12364590506501 2.0 Haur 150.000000 300.00 UED  Owvertime Fee 03/02/2009 resolve a dISpute |S the
o contracting officer
Displayi ds 1 -1 of
1| _««|isplaying records 1 -1 of 2 » | o who placed the order.




Resolving Disputes Cont.

This is the pop-up you will
see to resolve a dispute.

Reauisition Review

& 2 Untitled Document - Microsoft Internet Explorer EI@IFZI hiev
— A

c
o

Dispute Resolution

& Query Successful

To resolve the dispute for this requisition, please click one of the links below. If you click *Move to Offline Resolution”, the requisition will
be closed with no further action required. If you select "Dispute Returned to A0", the requisition s

approval” and the A0 will pin the arder. If you select *Dispute Returned to Merchant”, the requisi . . ‘
Fulfillment” and the Merchant will enter the agreed upon information. Disputed transactions can be moved

+ || | customer Dispute Comments .. offline for resolution, returned to the
overtimes should not be required Move to OFfline Resolution AO for approval e o -
Merchant to allow the merchant to
change fulfillment details.

Dispute Returned to Merchant K j

« User Comments m

Dispute Returned to AQ

‘|D of 4000. 4000 characters remainingr_ « poice D

&] bone

™ & 4 Local intranet 02/2001

Comments are required to resolve

a.dlspute regarf:IIess of the ﬂ Displaying records 1 - 1 of 1 |5l IR
dispute resolution outcome.




Additional Information

» System Access

» Default Screen

> Notes

» Document Upload

» Action Comments

» Masking/Unmasking a Vessel

» Reports

» Contact Information




Logging In

Contact Us/F The website address is www.seacardsys.com

Frograrn Informmation

+  Termz And Conditions

Type in your user name
and password then
select the ‘Login’
button.

wUser Mame |

#Passwaord |

Forgot Password?

.|:1|ilr|I|;|_.-1F'u y access to this NOTE
v be ronitared, T

- Passwords are case
sensitive and must be
entered the way it was
originally set up.

wdenotes mandatary field

Click here to visit the DESC Fuel Card Program Management Office web site

Click here to access Card Program and Merchant Location infarrmation

- If the log in was
successful, proceed to the
SEA Card® Order System.




Reset Password

Contact Ls/F

Frograrm Infarmation

+ Terms And Conditions

iled! If you'd like to

8-5475

:igumuunwmmmumnzbi

wlser Name ||

If you forgot your
password select the

“Forgot Password?” link.

w#Password |

Forgot Password?

Unauthorized a:

may result in legal

systern may be monitored,

#denotes mandatory field

lease click the Forgot Password link below or call

NOTE

- Repeated unsuccessful login
attempts will result in your
account being locked. Use
“Forgot Password” to regain
access to your account.

- If you do not remember your
user name, or the answer to
your challenge phrase,
contact the SEA Card®
support team.

Click here to visit the DESC Fuel Card Program Managernent Office web site

Click here to access Card Progqram and Merchant Location information




Password Reset

! File Edit “ew Insert Format  Tools  Actions  Help

 CaReply | CiReplytoal | (BForward | o | ¥ S X |- -4 @

From: Airfsea Card [Beta] [support-beta@airseacard, com] Sent:  Thu &f23/2007
T TDK OO
e

Subjeck:  AirfSea Card [Beta] Sike Access

A temporary password has been assigned to your account. Y ou will be required to change yvour password when you log mnto the application.

Tour temporary password 13 below.

' Return to the website to sign in with
your user hame and temporary
~ password.

HAgrZ N1

The system will You must type in [REEIE
password must
prompt you to the temporary
be entered a
change your password and a .
second time for
password. new password.

verification.




Setting a Default Screen

You will see a 'Remove as Default
Screen' button if the current screen
is selected as default.

+ Account Surnrmary

+ Ltilities

= SEA Card® Order
Sustem

Part Search
Custarmmer Quote Search
Customer Order Search
Cpen Reguisitions Page

Contact Us/Feadback

DFZP List

Forms 2 Docurnents

Pragrarn Information

+ Terrnzs And Conditions

Custorner Tutarial

Merchant Tutorial

Change Password

Logout

Throughout DoD-SCOMS® there are a number of screens/canvases that have a
button in the upper right corner labeled “Set as Default Screen”. This button

allows you to select that particular screen as the first screen you see when you
login to the system.

Remove as Default Screen

Set as Default Screen

=

Custamer “
Quick Search !
Branch of
anen om |- select one v | oopaac [ ]
Customer | -- Zelect One -- W Card | -- Select One -- Vl
DESC Order | | Invoice |:|
Ref # Murmber
Order Status | -- Select One -- Vl Crder Mumber |:|
Contract
Mumber | CLIN | |
Merchant | |
Marne
Port Marne | | City |
PrSnE-aitnecef | -- Select One -- w Country | -- Select One -- W
Order Date .
(MM/DDAYTY | = Transa$'°2 -- Select One - %
HH:MI) R
. Contains
A0 Pin Date | "_"l )
Ancillary
(MMADDATT) Charge
Requested | —

B /—“

- The default screen can be
changed by selecting the
subsequent “Remove as
Default Screen” button or
selecting another screen as
the default.




Notes

[Notes][ Action Comments ]

OrderDetalls =—Doeeuki i i o oo o - 8 i i i i i i —
This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.
[ cancel Order |[ Update Order

{= Send Note/Upload Document for: - Windows Internet Explorer

Send Note/Upload Document for: Contract Order 6626

O
O
O
O
O

Select Recipient Group(s)
Accountable Official

Contracting Officer
Merchant

Ordering Officer

SEA Card Support Team

View Recipient(s)

Select a group of recipients (or
more) to send a message to
(enter text in the message box).

View Recipient(s)

View Recipient(s)

View Recipient(s)

pr— — —
S S S SR S

View Recipient(s)

+ Message ) |

~ When the message is entered
and the recipients are selected,
~select the ‘Send’ button.

Upload a Document (Optional)
Document Type |-- Select One -- hdl

File Name

File Description

[Send ][ Clear Form |

" You are also able to upload
documents to the order. See
- the Document Upload section.

Notes are a common tool that allows users to send
messages to others. Users have the ability to do so
whenever the ‘Notes’ button is displayed.



Notes Cont.

= Send NotefUpload Document for: - Windows Internet Explorer

When the message has been sent, you will

& An email was send to 3 recipient(s). see two messages:

1. Number of recipients the message was
sent to

9 Insert Successful

Send MNote/Upload Document for: Contract Order 6626
Select Recipient Group(s) 2. “Insert SucceSSfUI”

Accountable Official

View Recipient(s) \

Contracting Officer
Merchant

QOrdering Officer

SEA Card Support Team

View Recipient(s)

View Recipient(s)

ogoooo

] ~
View Recipient(s) ]

J

J

View Recipient(s)

+ Message

Upload a Document (Optional)

Document Type -- Select One -- i

File Name

{Select “Reply” to reply to the message. |

[Send][ Clear Form ]

4 Mote ID  Sender Recipient{s) Date/Time Sent

Reply 1 AB TDK OO progmgmt@airseacard.com, reginald.courtney@dla.mil 06,/24/2010 11:20:37

[ Reply/Attach Document ]I need this fuel at exactly 08:00. Makes sure you have enough hose.

Displaying records 1 - 1of 1




Document Upload

Upload Mew File
File Mame File Type Upload Date Uploaded By Status Document Type Desm’ipliun'

The Documents canvas is found on the quote request and order screens. This allows you to upload files
to the system that are important to the order or quote request. Select “Upload New File” to get the
canvas below.

| https:fAiwvwr. beta.seacardsys.com - Untitled Document - Microsoft Internet Explorer

Docurnent Upload

# Document Type -- Select One -- v
File Marne

+ File Description |

|l:l of 4000, 4000 characters remaining

[ upload |[ Clear Form |

Finally, select

Select the — Select —
) { ‘Upload.’ The
Document Browse...’ to Enter a
. document
Type drop- search for the description for .
. g stays with the
down box to file to upload that file in File
- request for
select what to from your Description.
quote or order
upload. computer.

it is attached to

i ——_



Action Comments

Search Orders

Action Comrnents

£ :: Action Comments - Mozilla Firefox

seacardsys.
Action Comrments
Quote Qrder Oriainal - Renuiskion Action Date  User When ‘Action Comments’ is selected,
EquUes jin) Faer amber o
I, :! O the actions [computer generated)
nrnzrznoe GEA Card and comments (user entered) added to
wiat ME3a5TIISEOL 16:21:56 support Team | the order, request for quote and/or
5141 N1234573195601 DL/02/2008  SEA Card T
16:11:20 Support Team | qUOte are d|5p|ayed.
141 01/02/2008  SEA Card
16:01:22 Support Team \ /
5141 N1234573195601 Eéfgffggns gE;pCD?trEIFeam fccept
5141 géfgﬁgna g?g;ua:g Fulfilled - Waiting for Approval
5141 N1234573195601 gé{ggfggns g?g‘;”ﬂ:g Create
5141 ééfégx’igﬂ? flexis Anderson Updated Customner from 1401 to 1468,

The “Action Comments” pop-up displays when and what
time the action was performed. Examples of these
actions are: accepted, fulfilled, created and updated.




Masking a Vessel

Vessel Masking Requirements (For both Contract & Open Market Fuel lifts)

First Masking Requirement
Select “Mask My Vessel Name From The Merchant Only.”

This hides the vessel name to the merchant as “To Be Anhnounced.”

DoD-SCOMS® will automatically unmask the vessel name to the merchant 48 hours from the requested
delivery date for CONUS Orders and the day of delivery for OCONUS Orders.

Second Masking Requirement

Select your “Generic Card” from the card drop down list, if one has been requested by DESC. This card
would not be associated with anything other than the Branch of Service and complete purchases cannot be
placed on this card as there is not a specific unit or vessel associated.

This will mask the vessel name to all parties involved with DoD-SCOMS® including the Hierarchy Level
6(HL6) who placed the order. This will allow for complete anonymity from the SEA Card® Merchant, and
SEA Card® Support Team.

The HL6 will be required to select the vessel that is lifting fuel since DoD-SCOMS® will not have a vessel
associated to the actual order.

HL6 will be notified via email when it’s time to unmask or “assign” a vessel name to the generic order in
DoD-SCOMS®. This is required 48 hours from the requested delivery date for CONUS orders and the day of
delivery for OCONUS orders.

If the vessel name is not unmasked within this time frame an email escalation process will be initiated in
DoD-SCOMS® starting at the HL6 level and working its way to HL1 within 24 hours. This will include
EVERYONE in that Branch of Service.

The merchant cannot input fulfillment details until the HL6 has “assigned” a vessel to the transaction. IT IS
CRUCIAL THAT THE HL6 ASSIGNS A VESSEL NAME AT THE PROPER TIME WHEN PLACING A GENERIC ORDER.

. -




Unmasking a Vessel Name

SEA Card® Order System

Order Details

[ Notes |[  Action Comments |

Branch of Service

This page is for informational purposes only. Unless you need to cancel this order, no action is necessary.

[ Cancel Order |[

Unmask Non-Generic Card

][ update Order |

Customer I

Card [

Mask Vessel

| show Customer

]

Order ID |

Order Date (Port Local

t’

Time) (MM/DD/YYYY |

]

HH:MI)
Delivery Date [~ -~

(MM/DD/YYYY HH:MI) |

Windows Internet Explorer

You are about to unmask the vessel name. Are you sure you wank to continue?

[ o

][ Cancel

]

an NuIimocy l

Husbanding Service I

Ordered By [

Provider Name

Select the “Unmask
Non-Generic Card” to
unmask the vessel’s
name prior to the
system’s rules
regarding CONUS and
OCONUS ports. This
will start the process
of unmasking the
vessel’s name.

Select OK otherwise
DoD-SCOMS® will
automatically unmask
the vessel name
according to rules for
CONUS and OCONUS
ports.

If you did not mask
the name upon
placing the order, the
name will always
appear and there is

no “Unmask” function.

If the customer clicks
the “Show Customer”
button, they will
temporarily be able to
see the vessel name
in the Customer box.
This is only seen by
the User.



Reports

SEACARD

Home

Account Summary
Utilities
Report Manager

SEA Card® Order
System

Contact Us/Feedback
OFSFE List

Forms B Documents
Program Information

Terms And Conditions

Customer Tutorial
Merchant Tutorial

Change Password

Logout

Report Search Click Here to Hide Search Canvas

Search Crig=

-

Select report group...

SEA Card ® users have
access to run reports by
selecting Utilities > Report
Manager in the main menu.

Searchl Clear Form |

SE& Card
SE& Card

Quantity Purchased by Location

My Reports Quantity Purchased by Port Report

e A
BE e

7]
©

The Reports available to you will depend on your access level.




Reports Cont.

Report Search Click Here to Hide Search Canvas
/
Search for a report by name
or report’s description.

Search Criteria

Froject IAII Reports ;I

Feport Name IQuantit',f

Report Description | - |

Searchl Clear Form |

Quantity Purchased by Location '@ @_a] Ia @
My Reports SEA Card Quantity Purchased by Port Report '@ B '4 @

t o

- Type in a keyword of the report title rather
than trying to guess the exact report name.
This will ensure all possible results are
returned.

- Another way to search for
reports is using ‘Select report
group.’ This will give you a list
of reports based on the report’s
subject.

/ - Search fields are smart search fields.
Searches can be performed with a partial
word/name, and are not case sensitive. In
the example above “Quantity” returns all
reports that contain “Quantity” in the name.




Reports Cont.

Click Here to Open Search Canvas
Account Summary
— T elect report group... ==—VV—=x elect report...
Report Manager SEA Card Delinquency Report 'E ) - rSD
+ SEA Card® Order My Reports SEA Card Dollar Volume Report 'E &) _d ﬁ
Cust
System SEA Card Mumber of Mew and Closed Accounts Report '@ @ _d rs
e e SEA Card Pinning History Report '@ ETH _d ﬁ
_— A
DFSP List SEA Card Points Of Contact by A0 and Ordering Officer ETH a i
S SEA Card Points of Contact by Hierarchy or DoDAAC ETH _d ﬁ
SEA Card Quantity Purchased by Location T E) A oq
Program Information . —
SEA Card Quantity Purchased by Port Report '@ @ _d ﬁ
+ Terms And Conditions SEA Card Service Ancillary Charge Report T E) A oq
e S — SEA Card Service Purchase by Location Report 'Fuel Only' '@ @ 9 ﬁ
; SEA Card Service Standard Price Dollar Amount By DoDAAC 2 A §&
Merchant Tutorial :
B il E
Change Password
113
Add a report to “My

If there are more reports than can fit in the Reports” by selecting the
canvas there will be a scroll bar to view folder icon. Selected

additional reports listed. reports will automatically
display when you open
Report Manager.




Reports Cont.

SE& Card Quantity Purchased by Location
SE& Card Quantity Purchased by Fort Report

o0

BE 8
TER P

T PDF Report Read-only PDF

& CSV Report Editable spreadsheet format

7 View Report Appears when a report has already been run or for reports that are
automatically run daily. This will allow you to easily view past report
history.

NOTE

- Not all reports will have
each type available due to
the size and/or data

contained in the report.




Reporont.

Select report group...

SEA Card Quantity Purchased by Location '@ =T 4 @
My Reports SE& Card CQuantity Purchased by Port Report '@ =1h 4 r@
Customer
/= :: Framework - Windows Internet Explorer -10| x|

Output Format (pdf) Porta After selecting the report type,

report parameters may also be
@ needed. oM lete e,
Start Date  |p1/01/2010

parameters and select ‘Submit’ to
End Date  [g5/01/2010 _|

generate the report.
Cate Format I Pf1Pf1_-"DD_-"‘r"r"r’YL|

© Submit | Clear Form

i =

Done l_ l_ l_ l_ l_ I_ & J Local intranet CH100% -

Parameters are used to make the data returned more precise,
and to reduce the amount of time used to generate the

Report. Some Common parameters are: Start/End Dates,
DoDAAC, and Vessel Name.




Reports Cont.

SEA Card Quantity Purchased by Location '@ %] I_a @
My Reports SEL& Card Quantity Furchased by Port Report '@ %] -_ﬂ @
Customer

" :: Framework - Windows Internet Explorer o
F k - Wind Inkt k Expl m]

& vour report is now ready. Flease click the button below to download the report.

When report generation is

T wer T complete, you will be
~ prompted to select the

“Download Report’ button.

Execution complete (Success) 07/01R
Execution complete IZI?IEIL"EEIIEI 1020z 52
Rendered page 1 of 1 07/01/2010 10:20:51 J
Found 1 pages 07/01/2010 10:20:51 ;I

1]

|D|:une I_ I_ I_ I_ I_ I_ |‘::I Local intranet Tl T i




Port Search - No Merchants

' location a message will be displayed indicating there ity |

stath gare no DESC SEA Card® Contract Merchants and no untry | -- Select One -- v

centra. SEA Card® Open Market Merchants. tTZ”pE; -- Select One -- v

CLIN | |
‘ [ Search " Clear Form ]

Contract Location Search Results

Mo DESC SE&A Card Contract Merchants Found at this Port,

Open Market Location Search Results

Mo SEA Card Open Market merchants found at this port if DESC SEA Card Contract{s) does not meeat your requirements
then you must award a paper contract in accordance with your specific Service's palicies,

Click here for help if you would like the SEA Card Support Team to provide coverage at this location in the future.

Select “Click here for help” to send an email to the support
team for help in securing fuel at that location in the future. At
this time, the customer must award a paper contract in
accordance with the specific Branch of Service requirements.




Port Search - No Merchants Cont.

Contract Location Search Results

Mo DESC SE4& Card Contract Merchants Found at this Port.

Open Market Location Search Results
Mo S5E& Card Open Market merchants found at this port if DESC SEA Card Contract(s) does not meet your requirements
then you must award a paper contract in accordance with your specific Service's policies.

Click here for help if you would like the SEA Card Support Team to provide coverage at this location in the future.

2 https:/iwww.beta.seacardsys.com - Port Search - Microsoft Internet Explorer

So that SEACARD Order Management can better serve your needs in the future, please complete the following information to
request future coveraage at this port.
+ Port Mame || | + Port City | |
State/Province == Select One -- w + Country [-- Select One -- v |
. ;. « Delivery . . ]
# Fuel Type |-~ Select One v Method Select One w
Enter information into the required fields and &ilz)

select the ‘Submit Request’ icon. |4 =
o Internet

Requests are sent to the SEA Card® Support Team to allow them to assist with
procuring fuel at that site in the future.




Contact Information

US Toll Free - +1 866-308-5475
International - +1 913-451-2400
customer-support@seacardsys.com
merchant-support@seacardsys.com

—



